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Please  note  the  following  changes  of  address ; 
p.  8 Canadian  Institute  of  Realtors:  109  Merton  St.,  Toronto 

p.  10  Chartered  Institute  of  Secretaries;  Room  913a,  137  Wellington  St.  W.,  Toronto 
p.  12  Institute  of  Export:  Suite  501,  80  Richmond  St.  W.,  Toronto 


Correspondence  Courses  perform  an  important  role  in  adult  education 
in  Canada  because  they  are  particularly  adaptable  to  a variety  of  educational 
needs.  They  offer  a basic  standard  to  people  both  in  large  urban  areas  and 
small  communities  across  the  country.  The  Courses,  which  are  organized 
through  the  Department  of  University  Extension  of  the  University  of 
Toronto,  are  primarily  intended  to  present  a sound  educational  programme 
to  persons  who  wish  to  increase  their  knowledge  in  their  particular  pro- 
fessions, as  well  as  to  those  who  wish  to  obtain  the  necessary  qualifications 
to  enter  certain  professional  fields. 

The  first  courses  were  established  in  1928  when  requests  for  corres- 
pondence courses  were  granted  to  the  Life  Underwriters’  Association  and 
the  Canadian  Credit  Institute.  Two  years  later  a similar  course  was  drawn 
up  for  the  Chartered  Institute  of  Secretaries,  and  in  subsequent  years 
courses  were  organized  for  the  Certified  Public  Accountants  Association, 
the  Society  of  Industrial  and  Cost  Accountants,  the  Insurance  Institute,  the 
Canadian  Institute  of  Realtors,  the  Institute  of  Export,  the  Canadian 
Association  of  Purchasing  Agents,  and  the  Association  of  Administrative 
Assistants.  The  wide-spread  need  for  this  type  of  education  is  indicated  by 
the  fact  that  enrolment  doubled  between  1952  and  1956,  illustrating  the 
important  function  which  these  courses  fulfil. 

The  subjects  included  in  the  syllabus  of  each  course  fall  into  two  cate- 
gories: one-half  of  the  course  consists  of  university  subjects,  such  as 
Economics,  Law,  Accounting,  Psychology,  etc.,  with  texts  prepared  in 
most  cases  by  university  staff;  the  balance  of  the  course  consists  of  subjects 
of  a more  specialized  nature,  and  is  written  by  experts  in  their  particular 
fields.  Each  organization  has  its  own  fixed  study  programme  which  is  out- 
lined on  the  following  pages.  Wherever  possible,  the  study  material  is  based 
on  the  texts  which  have  been  carefully  selected.  All  material  is  prepared 
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under  the  direction  of  the  Department  of  University  Extension,  and  con- 
tinual revision  of  this  material  is  carried  on  at  frequent  intervals. 

Course  material  is  despatched  to  students  at  the  beginning  of  the  academic 
year,  and  in  most  cases  a suggested  schedule  is  drawn  up  to  assist  students 
in  submitting  assignments.  These  assignments  are  in  the  form  of  tests 
which  follow  each  chapter  of  the  subject;  they  are  marked  and  commented 
upon  by  qualified  instructors,  and  are  then  returned  to  the  students.  In  this 
way  students  receive  individual  coaching  which  is  one  of  the  features 
of  Correspondence  Courses. 

Examinations  are  held  each  year  (usually  in  the  Spring)  in  centres  across 
the  country  and  abroad,  wherever  students  may  be  located,  under  the 
supervision  of  competent  presiding  examiners. 

Designations  and  Certificates  are  awarded  to  successful  students  by  the 
sponsoring  organizations. 

Graduates  have  found  that  the  education,  which  they  have  received 
from  these  Courses,  has  proved  to  be  a decided  asset  in  their  rapid  pro- 
fessional advancement.  As  more  people  become  aware  of  the  opportunities 
provided  in  this  field  by  the  Department  of  University  Extension,  it  is 
hoped  that  they  will  become  interested  in  increasing  their  education  through 
Correspondence  Courses. 
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ASSOCIATION  OF  ADMINISTRATIVE  ASSISTANTS 


A Three-Year  Course  Leading  to  a Certificate 


This  course  is  designed  to  give  students  a knowledge  of  English,  human 
relations,  and  business  management. 

The  study  programme  has  been  worked  out  with  the  Association  of 
Administrative  Assistants  to  develop  executive  ability,  and  to  give  Assis- 
tants and  senior  secretaries  the  theoretical  and  practical  knowledge  to  do 
a professional  job. 


First  Year 


SYLLABUS 
Second  Year 


Third  Year 


English  Composition  Economics 

Psychology  English  Literature 


Choice  of  two  subjects: 
Accounting 
Business  Organization 
Commercial  Law 
Human  Relations  in  Business 


On  the  successful  completion  of  the  course,  a Certificate  will  be  awarded 
by  the  Association. 


Detailed  information  may  be  obtained  from: 
The  Registrar, 

Association  of  Administrative  Assistants, 

745  Merton  Street, 

Toronto  12,  Ontario. 


CANADIAN  ASSOCIATION  OF  PURCHASING  AGENTS 


A Two-Year  Course  Leading  to  a Certificate 


The  Purchasing  Agent  plays  an  increasingly  important  and  crucial  role 
in  the  economic  life  of  Canada.  He  must  have  a broad  knowledge  of 
business  organization,  law,  and  economics  which  govern  his  activities. 

To  meet  these  needs,  this  correspondence  course  was  set  up  by  the 
Department  of  University  Extension  and  the  Canadian  Association  of 
Purchasing  Agents. 


Certificates  will  be  awarded  by  the  Association  to  students  who  complete 
the  two-year  course  of  study,  and  successfully  pass  the  examinations. 


Detailed  information  may  be  obtained  from: 

The  Executive  Secretary-Treasurer, 

Canadian  Association  of  Purchasing  Agents, 

67  Yonge  Street, 

Toronto  1,  Ontario. 


SYLLABUS 


First  Year 


Second  Year 


Accounting 
Company  Policy 
Departmental  Organization 
English 


Commercial  Law 
Departmental  Function 
Departmental  Procedure 
Economics 
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THE  CANADIAN  CREDIT  INSTITUTE 


A Three-Year  Degree  Course  in  Credit  Management 


The  aim  of  this  course  is  to  impart  a thorough  knowledge  of  the  theory 
and  practice  of  Credit  Management,  combining  wholesale  and  retail  credit 
procedures.  It  is  designed  for  people  engaged  in  Credit  and  for  those  who 
wish  to  enter  this  field. 

The  success  of  the  course  is  evidenced  by  the  number  of  The  Canadian 
Credit  Institute  graduates  who  have  achieved  outstanding  success  in  their 
profession. 


First  Year 


SYLLABUS 

Second  Year  Third  Year 


Accounting 
Collections 
Commercial  Law 
Credits 
English 

'■^■Quebec  Civil  Code  (optional) 


Accounting 
Collections 
Commercial  Law 
Credits 
Salesmanship 


Collections 

Credits 

Economics 

Psychology 

Retailing 


*7/  is  suggested  that  this  subject  be  taken  over  the  First  and  Second  Years. 


Designation:  M.C.I.  (Member,  Credit  Institute) 


Detailed  information  may  be  obtained  from: 

The  Registrar  and  Bursar, 

The  Canadian  Credit  Institute, 

12  Berryman  Street, 

Toronto  5,  Ontario. 
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CANADIAN  INSTITUTE  OF  REALTORS 


The  course  is  designed  to  offer  academic  training  in  subjects  related  to 
the  field  of  Real  Estate.  Its  aim  is  to  create  uniform  professional  standards 
across  Canada,  and  to  develop  more  competent  and  efficient  realtors. 


First  Year 

Accounting 

Appraisal 

Brokerage 

Economics 

Law 

Property  Management 


SYLLABUS 

Second  Year 

Accounting 

Architecture 

Appraisal 

Brokerage 

Economics 

Law 

Property  Management 


Third  Year 

Accounting 

Appraisal 

Brokerage 

Economics 

Insurance 

Law 

Property  Management 
Town  and  City  Planning 


Designations:  A.R.I.  (Associate,  Canadian  Institute  of  Realtors) 
F.R.I.  (Fellow,  Canadian  Institute  of  Realtors) 


Detailed  information  may  be  obtained  from : 

The  Secretary-Treasurer, 

Canadian  Institute  of  Realtors, 

1883  Yonge  Street, 

Toronto  7,  Ontario. 
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THE  CERTIFIED  PUBLIC  ACCOUNTANTS  ASSOCIATION 


A course  of  instruction  is  provided  for  those  persons  who  have  the 
prescribed  entrance  requirements,  and  who  wish  to  acquire  an  accepted, 
practical  education  in  accounting,  leading  to  membership  in  one  of  the 
provincial  Associations  of  Certified  Public  Accountants.  The  course  of 
study  has  been  prepared  and  developed  by  the  University  and  the  Certified 
Public  Accountants  Association. 

The  designation  “Certified  Public  Accountant”  signifies  professional 
attainment  of  distinction.  A “C.P.A.”  is  a qualified  professional  accountant 
who  may  practise  as  a public  accountant  and  auditor,  or  who  may  hold 
senior  executive  positions  in  industry  or  in  the  public  service. 


SYLLABUS 

First  Year 

Second  Year 

Third  Year 

Accounting 

Business  Mathematics 

English 

Mercantile  Law 

Accounting 
Auditing 
Statute  Law 

Accounting 
Auditing 
Statute  Law 

Fourth  Year 

Fifth  Year 

Accounting 

Auditing 

Corporation  Finance 
Economics 

Accounting 

Administration 

Auditing 

Corporation  Finance 

Economics 

Thesis 

EXAMINATIONS 

Primary,  following  completion  of  the  First  Year  Course 
Intermediate,  following  completion  of  the  Third  Year  Course 
Final,  following  completion  of  the  Fifth  Year  Course 

Designation:  C.P.A.  (Certified  Public  Accountant) 

Detailed  information  may  be  obtained  from: 

The  Certified  Public  Accountants  Association  of  Ontario, 

228  Bloor  Street  West, 

Toronto  5,  Ontario. 

or  from  The  Certified  Public  Accountants  Association  in  your  province  (in  Nova 
Scotia,  The  Registered  Public  Accountants  Association). 
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THE  CHARTERED  INSTITUTE  OF  SECRETARIES 


The  Company  Secretary  is  the  link  between  the  shareholders  and  the 
board  of  directors.  He  also  frequently  acts  as  the  contact  between  the  board 
and  all  departments  that  go  to  make  up  modern  industry. 

The  qualifications  of  the  Associate  or  Fellow  of  the  Institute  will  stand 
him  in  good  stead  in  an  ever-widening  field  of  administrative  activity;  such 
as,  in  government,  institutions,  educational  bodies,  etc. 


SYLLABUS 


Intermediate  Course 

Accountancy 
Company  Law 

or  Public  Administration 
Economic  Theory 
English 

General  Principles  of  Law 
Secretarial  Practice  (Meetings) 


Final  Course 

Accountancy 
Advanced  Economics 
Company  Law 

or  Public  Administration 
Mercantile  Law 
Company  or  General 
Secretarial  Practice 
Secretarial  Practice  (Taxation) 


Designations:  A.C.I.S.  (Associate,  Chartered  Institute  of  Secretaries) 
F.C.I.S.  (Fellow,  Chartered  Institute  of  Secretaries) 


Detailed  information  may  be  obtained  from : 
The  Secretary, 

The  Chartered  Institute  of  Secretaries, 

Room  506,  67  Yonge  Street, 

Toronto  1,  Ontario. 
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THE  INSTITUTE  OF  CHARTERED  LIFE  UNDERWRITERS 


Length  of  Course:  Three  Years 


The  success  of  this  well-established  course  demonstrates  that  the  tuition 
provides  an  excellent  education  in  the  theoretical  and  practical  aspects  of 
Life  Insurance. 

The  designation,  Chartered  Life  Underwriter  of  Canada  (C.L.U.),  indi- 
cates that  this  knowledge  has  been  acquired,  and  also  that  the  recipient  has 
several  years’  experience  in  the  field  of  life  insurance,  either  in  a selling  or 
managerial  capacity. 


First  Year 

Business  English 
Fundamentals  of 
Life  Insurance 
Life  Insurance  Law 
Life  Underwriting 
and  Salesmanship 


SYLLABUS 

Second  Year 

Business  Finance 
Business  Insurance 
Life  Insurance  Law 
Life  Underwriting 
and  Salesmanship 
Psychology 


Third  Year 

Advanced  Life  Underwriting 
Group  Coverages 
Psychology 
Taxation 


Designation:  C.L.U.  (Chartered  Life  Underwriter  of  Canada) 


Detailed  information  may  be  obtained  from : 
The  Secretary, 

The  Institute  of  Chartered  Life  Underwriters, 
224  Richmond  Street  West, 

Toronto  2B,  Ontario. 
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THE  INSTITUTE  OF  EXPORT 


Length  of  Course:  Two  Years 


This  course  covers  the  field  of  export  practice  in  all  its  phases.  It  is 
designed  for  persons  who  desire  export  trade  as  a career,  for  persons  actively 
engaged  in  export,  government  officials,  and  for  those  interested  in  pro- 
moting Canada’s  export  trade. 

Designations  are  awarded  by  The  Institute  of  Export,  London,  England, 
and  are  recognized  throughout  the  British  Commonwealth. 


SYLLABUS 


First  Year 

Economic  Geography 
Export  Practice  (Part  I) 
International  Trade  and  Payments 
Principle  of  Export  Marketing 


Second  Year 

Export  Practice  (Part  II) 
Finance  of  Foreign  Trade 
Insurance  of  Export  Cargoes 
Law  of  Carriage  of  Goods 


Designations:  A.M.I.  Ex.  (Associate  Member,  Institute  of  Export) 
M.I.  Ex.  (Corporate  Member,  Institute  of  Export) 


Detailed  information  may  be  obtained  from : 

The  Toronto  Manager, 

Canadian  Exporters’  Association, 

73  Adelaide  Street  West, 

Toronto  1,  Ontario. 
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THE  INSURANCE  INSTITUTE  OF  CANADA 


This  course  is  designed  to  provide  an  extensive  grounding  in  all  phases 
of  Insurance  (other  than  Life).  It  is  of  the  greatest  assistance  to  persons 
employed  in  the  Insurance  business,  wishing  to  acquire  a thorough  know- 
ledge of  their  profession. 


SYLLABUS 

First  Year  (Part  I of  all  Branches) 

Introduction,  History,  Basic  Principles  and  Practices  in  Relation  to  Insurance 
Contracts 

Office  and  Agency  Organization  and  Practices 
Insurance  Carriers  and  Federal  and  Provincial  Control 
English 


Second  Year  (Part  II) 

Choice  of: 

Fire  Branch  (5  courses) 

Marine  Branch  (5  courses) 

Inland  Marine  Branch  (5  courses) 
Casualty  Branch  (5  courses) 


Third  Year  (Part  III) 

Choice  of: 

Fire  Branch  (5  courses) 

Marine  Branch  (5  courses) 

Inland  Marine  Branch  (5  courses) 
Casualty  Branch  (5  courses) 


Section  I 


Fellowship  Course 


Section  II 


Fire  Insurance 
Marine  Insurance 
Inland  Marine  Insurance 
Casualty  Insurance 


Commercial  and  Company  Law 
Economics 

Insurance  Administration 
Insurance  Accounts  and  Finance 


Designations:  A.I.I.C.  (Associate,  Insurance  Institute  of  Canada) 
F.I.I.C.  (Fellow,  Insurance  Institute  of  Canada) 


Detailed  information  may  be  obtained  from: 

The  Honorary  Secretary-Treasurer, 

The  Insurance  Institute  of  Canada, 

86  Adelaide  Street  East, 

Toronto  1,  Ontario. 
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THE  SOCIETY  OF  INDUSTRIAL  AND  COST  ACCOUNTANTS 


Length  of  Course:  Four  Years 


The  Cost  Accountant  plays  an  increasingly  important  role  in  commerce 
and  industry.  This  course  provides  the  most  thorough  education  and  train- 
ing for  those  who  choose  industrial  and  cost  accounting  and  research  as 
their  career. 


SYLLABUS 


First  Year  Second  Year 

Accounting  * Accounting 

Business  Mathematics  Industrial  Legislation 


Third  Year  Fourth  Year 

Fundamentals  of  Cost  Accounting  Advanced  Cost  Accounting 
Industrial  Organization  Thesis  on  Cost  Accounting 

and  Management 

■^Course  conducted  through  McMaster  University. 


Designation:  R.I.A.  (Registered  Industrial  and  Cost  Accountant) 


Detailed  information  may  be  obtained  from: 

The  Secretary-Treasurer, 

The  Society  of  Industrial  and  Cost  Accountants  of  Ontario, 
3 1 Walnut  Street  South, 

Hamilton,  Ontario. 
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Apart  from  Correspondence  Courses,  the  Department  of  University 
Extension  also  offers  the  following: 

GENERAL  COURSE,  originally  designed  for  teachers,  is  now  avail- 
able to  adults  with  the  necessary  admission  requirements  who  wish  to 
obtain  a Bachelor  of  Arts  degree  through  evening  lectures  and  summer 
courses. 

EVENING  COURSE  IN  BUSINESS,  leading  to  a Certificate.  This 
lecture  course  is  designed  for  mature  men  and  women  in  business, 
industry,  and  the  civil  service  who  are  in,  or  working  toward,  positions 
of  responsibility.  One  or  two  of  six  subjects  may  be  taken  each  year. 
Six  subjects  are  required  for  graduation. 

EVENING  TUTORIAL  CLASSES  provide  lecture  courses  for  adults 
seeking  self-improvement  and  cultural  development  in  a wide  variety 
of  subjects. 

BUSINESS  AND  INDUSTRY  COURSES  are  designed  to  meet  the 
educational  and  training  needs  of  executive  or  supervisory  personnel. 
Lectures  covering  the  broad  field  of  management  are  given  throughout 
the  winter  term. 

In  addition,  the  Department  organizes  conferences,  seminars,  and  short 
lecture  series  of  topical  interest.  Some  Extension  lectures  are  also  held 
outside  of  the  Toronto  metropolitan  area. 


Brochures  and  booklets  on  all  courses  and  activities  may  be  obtained  on 
request  from: 

Department  of  University  Extension, 

University  of  Toronto, 

65  St.  George  Street, 

Toronto  5,  Ontario. 


15 


' i' ' • j^:;v-''inui:pi  " 


Ui-  '"i  "y'v 


^'i 


j.ii 


■ </ 


/T(v|'  .'>;;Vfc'"-^ 
■ • ...r  .. 


• k:  . 


vjiulj' 


'i'x’-.M  fch^i *■■* • •■• 

• ''-5-^':.^  flHMxyt;''  :„■.  :vv;i  mK  n ■> 

■ ^ ■ ■ ' '■  ; 

^IV 

':.i  - ■■’  :.,_v  .-ru^-- ,rJ yV^ 

■'  :;v,  -L 

■■  -^V  j..^‘.  \ 


■t 


^ ; . :r\'?Vi<; ' Yirurwil®  cK.v 


ku4mh 


n ,'.:--‘  ■ ‘ '•-'-  "Ai-dx!' 

'■■  - u • ;-jfei''-‘  '-'*  ., 


V 1 ■ , , , j,  'S: , “ ■ ...  ,,  ■ jj  ?^  '•  ■ - ■ 


: i’  M . ■ I.  j;:^ 

IvbV' 


